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1.

Introduction

This user manual addresslesw to view and add a new intake, including involved
parties, allegations, and responsible stédeview the workflow in the next step to
understand how the intake process works.

For information on other modules, refer ®eference & Manualen QTSO.

1.1

Getting Started in S&CImportant Information to Know

Belowisimportant general informatiorabout iQIES.

)l

Log in to IQIES attps://igies.cms.goviwith Health Care Quality
Information Systems (HCQIS) Access Roles and RrdfilePlogin
credentials Refer toiQIES Onboarding Guif@r further information, if
necessary.

All screenshots included in this manual contain only test data. Current
screens in IQIES may be different from what is shown in screenshots below.

Screenshots are dependent on user role and may not be an exact
representation.

Words hghlighted in blue are clickable links.
A red asterisk¥) indicates a required field.

Blank fields may have a limited number of characters allowed in that field.
If so, the character limit is shown on the bottom léfhe blank fields may
also beexpanded. Click the two 4parallel lines and drag to the right to
enlarge the box. Seeigurel, Expandable Field

N

£
0255 characters

Figurel: Expandable Field

IQIES times out after 15 minutesmnuseand reverts to the login pag&e
sure to save data regularly. IQIES remains up and active as long as it is in use.

IQIES uses a smart search. Once three letters/digits are typed in the
search bar, results are shown based on letters/digits entefdég more
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letters/digits entered, the narrower the search. If any of the results is the
correct result, click the resutb open

1 Review any yellow/orange notification banners. $égure2, Notification
Banner¢t KSaS ol yySNAR OFy 068 Ot2aSR 6 -
are resolved.

If there are surveys that occured prior to the newly selected Cycle starting survey, please
verify that these surveys still belong to the enforcement case.

Figure2: Notification Banner

1 Review any Tool Tips fadditional information toperform an actionHover
over thei icon to see the tipTool Tips a in IQIES tcommunicate
information. Look for the information icon. Séggure3, Tool Tip Icon.

Cannot be selected because the provider is not pending federal certification,
nor does it have a not applicable certification status with a Medicaid-19 title.

Initial Certificati

Figure3: Tool Tip Icon

1 Below are the gpported browsers for access to iQIE® not use Internet
Explorer.It is not supportedBe sure tdkeep your browser updated

For best resultsplease use the latest version of these browsers
Chrome
Firefox

The latest versions of the browsers below are also supported
Microsoft Edge
Safari
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1.2 iIQIESService Center

The IQIES Service Center supports users working within the various IQIES
components: S&C, Patient Assessment, and Reporting

AssistanceAccessing IQIES

TechnicalSupport:

CCSQ Support Central:

More information on iQIES

IQIES S&C User Manual

Contact thelQIESSecurity Official (S@)r your
organization

Contact the IQIES Service Center

Phone 888477-7876 (select Option 1)
Emait iIQIE®cms.hhs.gov

Create anewticket or track an existingticket:
https://cmsqualitysupport.servicenowservise
om/ccsq support central

Refer to theQIES Technical Support Office
(QTSO) and th@uality, Safety, & Education
Portal(QSEP)Logging in to HARP may be
required before accessing some documentation
in QTS@nd QSEP.

IQIES reference materials include:

Links toTrainirg Videosfor providers
Assessment Managemehitser Manual
Quick Reference Guides
Onboarding Guide

Managing User Information

Other helpful IQIES material

IQIES training materials on QSEP inclh&€
Foundation Series Videos

T
T
T
T
T
T
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1.3 Roles and Permissions

IQIES roleallow users to access information pertinent to their area of work. The
examples provided in this document pertain$&Candrequire a State Agency or
Centers for Medicar& Medicaid Services (CMS) role with the capability to view
or edit thisinformation.

Permissions are ultimately governed by HARP access privileges. Contact the SO for
your organization or the iQIES Service Center for issues relating to access and
permissions Refer to theQIES User Roles Matfor detailed information on

roles.

For additional help, refer tottps://igies.cmsgov/igies/helpor click the help icon
in the top right corner of the screen, ségure4, Help Iconfor further
information.

@ | A rat v

Figure4: Help Icon
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1.4 WorkloadManagement

Workload Management is a tool used to track and display data for individual
users. It consolidates information and processes into one area so that the user
can see at a glance what actions must be performed.

Note: Workload Management isihited to the State Agency General User and
CMS General User roles.

1.4.1 LogintoiQIES. The landing paisplayshe Workload Management
tool. SeeFigure5, Workload Management Landing Page.

Note: TheWorkload Managemenanding page defaults to active
tasks. Click theist Viewdrop-down and selecClosed tasks$o

view completed tasks.

Welcome, Andrea

My Tasks

List View
Providers Surveys Intakes Enforcements
Active tasks A

Survey Due Intake Start Assigned

Intake 1D Provider Status Priority ;
Date Date Tasks

Complaint 1616764 House of the Rising Sun Triage/Prioritizatio No information  No infermation 01/18/2023
1 n
1 Main St
Anytown, Virginia 24501

Figure5: Workload Management Landing Page

Note: Click the IQIES logo on the top leftawfy screen orHometo
return to the Workoad Management landing page at any time.
SeeFigure6, IQIES Logo

® iQIES

Search

Figure6: IQIES Logo

IQIES S&C User Manual 5 Manage an Intake
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1.4.2 Review taskClick each tabRroviders Surveysintakes
Enforcement$ to review tasks. Sekable 1: Workload Management
Data Displayor details on when data is displayed.

Tablel: Workload Management Data Display

Tab Data Displayed Whedser Is:
Providers 1 Responsible Stafér a provider or
1 Survey team member for a survey for a provid
Surveys 1 Responsible Stafbr a survey or
1 Surveyteam member
Intakes 1 Responsible Stafér an intake or
1 Survey team member for a survey associated
an intake
Enforcements Responsible Staff for an enforcement

Notes:

1 A blueNewin an oval shape (pil)nderthe ID indicates that the
& dzNJ3 S & Q AlewaSédrFigudzd, Nel MNotification.

Intake ID

CamplaiA&?GA-

Figure7: New Notification

9 If there are no tasks, then a message appears below the selected
tab. Sed-igure8, No Active Task$or an example from the
Intakestab.

Figure8: No Active Tasks

IQIES S&C User Manual 6 Manage an Intake
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2. Manage an IntakeOverview

This manual explainsow to manage intakes, from adding or searching for an
intake, to intake statuses, adding Responsible Staff, parties involved, allegations,
triage, adding a survey, linking an intake, changing a provider, and the
investigation narrative.

The intake workflow, seBigure9, Intake Workflowshows how the intake
process works from start to finish. The intake statugQIESs shown on thdeft
for each step of the process. Revietep 3, Intake Statusefor details on each
status.

iIQIES S&C User Manual 7 Manage an Intake
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Status
in iQIES

Intake Workflow

Triage /
Prioritization

Enter intake into iIQIES

Break-out allegations, assign priority/triage

Federal?

Provider
deemed?

Pending
CMSs
Review

(Yes, now State Licensed Only**)

nvestigation

CMS selects Denied, adds decision
date and optional comment

**If CMS denies investigation, State may
change subtype from federal to state
licensed only and then proceed with
licensure investigation. Return to
Pending Investigation status.

Approved?

CoPs selected;
CMS enters
approval date

Pending
Investigation

‘l Intake Pending Investigation

Intake Pending Investigation [«

Investigation
Scheduled

Intake scheduled for
onsite survey

Intake scheduled for
onsite survey

Investigation

Conduct Survey, add
citations, findings

Conduct Survey, add
citations, findings

Investigation
Completed

Lock citations and send
investigation findings

Goto
—_ o -~—N
Finalize

Lock citations and send
investigation findings

Investigation
Complete email
sent to CMS

Pending
ELEFEN

Closed

CMS reviews investigation findings

Figure9: Intake Workflow
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3. Intake Statuses

Thereare eightstatuses for intakes. Each status shows where the intake process
Is in the workflow. Review the status on the gray bar. Sgerel0, Intake Status.

Triage/Prioritization Intakeis entered and no priority assigned

Pending CMS Review Deemed intakethat requre asurvey and pending
approval by CMS to conduct an onsite investigation

Pending Investigation Triaged intake thatrequre asurvey, but no survag

linked

Investigation Scheduledintakeislinked to a survey record where survey status is
New

Investigation Linked survey that has at least 1 citation added

Pending Finalization  State finalization step. Contains intakes where no survey
IS required, or intakes where a survey was conducted
and theStatement of Deficiencid3ate Senthas been

updated

Investigation CompletedCitations in linked survey are locked

Closed Enter date S&Ucompleted all activities related to the
intake

Home / Search / 0 Worry HealthCare Sytems / Complaint 244834

Complaint 244834

0 Worry HealthCare Sytems - CCN 10K087 - HHA - Deemed

Intake Status Priority Intake Start Date Primary Complainant
Pending CM5 Review Immediate Jeopardy 03/22/2021 No information
FigurelO: Intake Status
iIQIES S&C User Manual 9 Manage an Intake
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Search for arintake

4.2
4.3

4.4

Go toSurvey & Certificatiorat the top of the IQIES home page. Click the
arrow to open the dropdown menu.

ClickSearch TheSearchscreen opens.

Clickthe Intakestab on the Search page. SE@urell, Intakes Search
Page

Search

Providers Surveys Intakes Enfarcements CMPTS Cases

Search for Intakes

112255

Enter Intake |, ASPEM ID, provider name, or CCN

> Show Advanced Search

Figurell: Intakes Searclrage

Note: ClickShow Advanced Seardbr a more detailed searchiRefer to
step4.5, Advanced Searcifor details.

Typelntake 1D ASPEN Iprovider name, or CCNunder Search for Intakes.
Notes:

1 ASPEN is the legacy system

1 Intakes created in IQIES do not have an ASPEN IPidgieel?2, Intake
Created in ASPEN.

IQIES S&C User Manual 10 Manage an Intake
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VA ASC 508264 Complaint
1 Jeff Fugua Blvd, Mailing Address Test, Orlando, FL 32827

FACID 1Q00000002769885 | ASC

Intake created in ASPEN
VA ASC \ 487353 Complaint
1 Jeff Fugua Blvd, Mailing Address Test, Orlando, FL 32827 ASPEN 112255

FACID 1Q00000002769885 | ASC

Matt. H. ASC Intake created in IQIES em——) 472529 Complaint
123 Fake St, Fake, FL 00000

FACID 1Q00000002755422 | ASC

Figurel2: Intake Created in ASPEN

 There are existing intakes with ASPEN IDs that were created in ASPEN
and are still in use

1 Basic Informatiorabout the intake only shows an ASPEN ID if there is
one availableSeeFigurel3, Basic Information ASPEN ID.

Basic Information

Intake Type
Complaint

Intake Subtype
Federal CaPs, CFCs, RFPs, EMTALA

Intake Method
Nao information

Intake Start Date / Time
05/16/2022 7:21 PM

Tracking ID

No information

ASPEN ID Onl).r shows when

112255 the lntak.e was
created in ASPEN

Sources

No information

Summary of Complaint
test

Figurel3: Basic Information ASPEN ID

45 ClickSearchThe providerand intakeinformation show below

4.6 Clickthe intake IDXo open the intake TheComplaint Basic Information
window opens

iIQIES S&C User Manual 11 Manage an Intake
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4.7 ClickShow Advanced Seardb open theAdvanced Searctrop-down
menu and narrow the search criteria. Seigurel4, IntakesAdvanced

Search

Note: ClickHide Advanced Seardo close theAdvanced Searcihnenu.

Search

Providers

surveys

Intakes

Enforcements

CMPTS Cases

Search for Intakes

Enter Intake ID, ASPEM ID, provider name, or CCN

|\/ Hide Advanced Search (

TYPE

Intake Subtype
Select.

Select one or more

STATUS

Intake Status
Select

Select one or more

Triage Priority
Select

Select one or more

PROVIDER INFO

Provider Type

Select

Select one or more

State

Select

Select one or more

Reset

Figurel4: Intakes Advanced Search

IQIES S&C User Manual
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5. Add an Intake

5.1 Click the desired provider record. TReovider Historypage opens. For
more information on searching for and accessing a provider, refer to the
Manage a Provider User Manuwan QTSO.

Note: It is also possible to click the provider from tBasic Information
page to operProvider History

5.2 ClickAdd Intakeon the Provider Historypage SeeFigurel5, Recent
Intakes.The Basic Information window opens.

Recent Intakes

Add Intake

Figurel5: Add Intake

5.3 ClickComplaintor Incident SeeFigurel6, Save Sectio® menu opens for
either a complaint or an incident.

Basic Information

Enter the basic information for this intake.

All required fields are marked with an asterisk (*)

Intake Type *

O Complaint

() Incident /

Figurel6: Save Section

5.4 Fill out the information
5.5 ClickSave Section

IQIES S&C User Manual 13 Manage an Intake
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6. Basic Information

Purpose The Basiénformation page gives basic information about the intake,
including type, subtype, method, start date, tracking ID, sources, and
summary.

6.1 ClickEditto edit the Basic Informationdetails. TheBasic Informatiorfields
are now editableSeeFigurel?, IntakesBasic Information

Basic Information

Intake Type

Complaint

Intake Subtype

State-only, licensure

Intake Method

No information

Intake Start Date / Time
03/26/2021 4:17 PM

Tracking ID
N/A

Sources
* Current Staff

Summary of Complaint

Serious stuff here

Figurel?: IntakesBasic Information

6.2 ClickSave Section

iIQIES S&C User Manual 14 Manage an Intake
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7.

Responsible Staff

Purpose Add new, delete, or view existing staff responsible for the complaint.

Notes: Responsible Staff are HARP ID users.

One SAGU and one CMSGU must be selected as Responsible Staff for
deemed providers to complete triage when CMS approval is required.

Adding Responsible Staff ensures that the appropriate individuals
receive emaihotifications throughout the complaint process (approval,
reviewing investigation findings)

7.1 ClickResponsible Stafbn the left menu. Th&esponsible Stafcreen
opens. Se&igurel8, Intakes Responsible Staff
Basic Information ResponSible Staff
Responsible Staff Add and manage the responsible staff for this complaint.
Parties Involved
Allegations
Triage 1 Staff Member
Survey Name % Actions
Letters test2 COFisher1, Pat Delete
Notes
Figurel8: Intakes Responsible Staff
7.2 ClickAdd Staffto add responsible staff. Th&dd Responsible Staffage
opens.
7.3 Typelastnamein text box undelLast Name Add first name to narrow
down the results, if necessary.
7.4 ClickSearchThe search results appear below.
7.5 Check the box unde®electnext to the correct name. Clickave A green
notification box appears at the top of the screen, verifying the member was
IQIES S&C User Manual 15 Manage an Intake
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successfully added. Séegurel9, Survey Team Member Successfully
Added

@ 1 Survey Team member successfully added

Figurel9: Survey Team Member Successfully Added

Notes:

9 Itis only possible to add staff that are in the list of staff members.
9 Itis not possible to select options that are greyed out.

1 Only one staff can be primary.
)

Click the arrow next tblameto sort names in alphabetical or reverse
alphabetical order.

7.6 Verify the staff member was added.

7.7 ClickDeleteunderActionsto delete a staff member. A confirmation pap
window opens.

7.8 ClickDelge. SeeFigure20, Delete aResponsible Staff

*

Please confirm you want to delete this responsible staff

member. /
| Delete | Cancel

Figure20: Delete a Responsible Staff

7.9 Verify that the Responsible Staff is no longer on the list.

IQIES S&C User Manual 16 Manage an Intake
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8. Parties Involved

Purpose Add new, manage, or view parties involved with thakefor the
complaint.

Note: TheComplainantand thePerson Affecteccan be anonymous. Multiple
anonymous people cannot be added.

8.1 ClickParties Involvedn the left menu. Théarties Involvedscreen opens.

8.2 ClickAdd Party TheAdd Parties Involvedcreen opens. Sdagure21, Add
Parties Involved

Add Parties Involved

Add and manage the parties involved for this complaint]

All required fields are marked with an asterisk (*)

Invelvement *
O Complainant
C:n Alleged perpetrator

@Person affected

C} Other party

Is this person anonymous? *

() Yes
(@I

Figure21: Add Parties Involved

/

8.3 Selectinvolvement
8.4 SelectYesor Nofor Is this pegson anonymous?

Note: Is this person anonymous@nly appears when eitheComplainant
or Person affecteds selected.

8.5 ClickAdd Party
Notes:

1 TheAdd Parties Involvedvindow openswhen the person is
anonymous.

1 TheAdd Complainanwindow opens whernComplainantis selected and
IS not anonymous

iIQIES S&C User Manual 17 Manage an Intake
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1 TheAdd Alleged Perpetratowindow opens wherAlleged perpetrator
Is selected.

1 TheAdd Person Affectedvindow opens wherPerson affecteds
selected and is not anonymous.

1 TheAdd Other Partywindow opens wherOther partyis selected.

8.6  Fill out the information
8.7 ClickSave
8.8 Add additional parties, as necessary.
8.9 Verify all parties involved are included on tRarties Involvedoage.
8.10 ClickView, Edit, or Deleteunder Actionsto view, edit or delete an involved
party. Sedrigure22, View, Edit, Delete
2 Parties Involved
First Name Last Name Involvement Actions
Jan A R View Edit Delete
Anonymous Party Person affected Delete
Figure22: View, Edit, Delete
Notes:
1 Anonymous parties can only be deleted. There is no information about
them.
1 Apop-up window asks to confirm a deletion.
IQIES S&C User Manual 18 Manage an Intake
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9. Allegations

Purpose To enter and track allegation&ach allegation must be entered
separately.

9.1 ClickAllegationson the left menu. Thédd Allegationscreen opens. See
Figure23, Add Allegation

Note: When there are existing allegations, Add Allegationbutton is
shown above the existing allegations. Cl&#&d Allegationto add a
new allegation.

Basic Information Add Allegation

All required fields are marked with an asterisk (*)
Responsible Staff

Parties Involved Category * Subcategory

ct ~ v
I Allegations Select one Select one

Triage Seriousness

(O miner
(O Moderate

Letters () critical
Notes

Person Affected
Attachments

Investigation Narrative
Shift Date Time

12:00 AM v
MM/DDAYYY HHEMM

Allegation Details * Text Editor Keyboard Shortcuts &

B i U = i= =

e il

Figure23: Add Allegation

9.2 Fill in the form with as much information possible.
9.3 ClickSave The screen populates with form information.

9.4 ClickReturn to Allegations Overviewo add additional allegations, if
necessary.

9.5 ClickView, Edit, or Deleteto view, edit or delete anallegation
Note: A popup window asks to confirm a deletion.
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10. Triage

Purpose Toenter and view the triage prioritization

10.1 ClickTriageon the left menu. Th@riagescreen opens. Sdéagure24,
Triage

Baslc Informatian Triage

Indicate the priority of this complaint and If additonal acdans are raquired.
Responsiole Staff

N Al required fields are marked with an asterik (]
Fartles invalved

ABegations Priority

I Trlage Priority Level *
(O Immediate |ecpardy
(O Non-immediate jeopardy-High

Letars (O Non-immediate jeopardy-Medium
C} Non-immediate jeopardy-Law
Ha=s O Nt appscaia
ATtachments
Referral Level
rivestigatian Narrative ) reter mmediatsly
C} Refer
(O No Reterral
Survey

Actlon Required

(O survey
D Offsite Investigaton/Adminisrative Review
(O e Investigation

Triage Completion

D Triage Complets

Triage Complete Date Tima
WMDY ——

Figure24: Triage
10.2 Fill in the form with as much informaticaspossible.

Notes

1 A priority level is required.

1 If a survey is required, check tEmter calculated datdox to have the
date calculated. Clickccept Dateto accept the date Accept Date
populates theSurvey Due Datbox.

1 TheTriageComplete Date / Timeautopopulates.

10.3 ClickSave Section

10.4 ClickEditto edit the Triage, if desige TheEdit Triagewindow opens. See
Figure25, Edit Triage
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Edit Triage

Indicate the priority of this complaint and if additional actions are required.

All required fields are marked with an asterisk (*)

Priority

Priority Level *

Q Immediate Jeopardy

O Non-Immediate Jeopardy-High
O Non-Immediate Jeopardy-Medium
O Non-Immediate Jeopardy-Low
() Not Applicable

Referral Level
() Refer Immediately

Q Refer

() No Referral

Referral Agencies

The Joint Comm on Accred for Health Care
Organizations x

Select.

Survey

Action Required

o Survey

O Offsite Investigation/Administrative Review
O No Investigation

Triage Completion

Triage Complete

Triage Complete Date * Time *
11/05/2021 2:45 PM w
MM/DDAYYYY HH:MM

Survey Due Date

Based on the priority, the federal maximum time to initiate a survey is 2 days. Enter
or calculate a due date for this survey.

[] enter calculated date

Survey Due Date

05/04/2021

MM/DDIYYYY /

Figure25: Edit Triage

10.5 Updatethe form.

Note: Check thelriage Completdox on the form to complete the triage.

SeeFigure26, Triage Completian
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Triage Completion
| Triage Complete

Figure26: Triage Completion

10.6 ClickEnter calculated dateA form opens and shows calculation dates. See
Figure27, Calculate Date

Survey Due Date

Based on the priority, the federal maximum time to initiate a survey is 2 days. Enter or calculate a due date for this survey.

[ enter clculates date Opens when Enter calculated date is checked.

Calculate From:
O Intake start date (03/22/2021)

o Triage completion date (04/30/2021)
CMS approval date (Not Available)

Calculate Based On:
O Calendar days
o Business days

Days to Investigate
2

Can be reduced to meet state requirements or for other considerations.

Calculated Date

05/04/2021

MM/DDAYYY

Survey Due Date

05/04/2021

MM/DDAYYY

Figure27: Calculate Date

Note: Thelntake Sent Datgautomatically generated) is the date the intake
was sent to CMS, if CMS approval is required. The intake may be sent
more than once. In that case, it is the latest date the intake was sent.

10.7 ClickSaveSection The screen populates witipdatedform information.
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11. Survey

Purpose Tocreate asurveyif one is required for the intake

Note: A triage category thatequires a survey must be selected to enable the
survey tabReferto S&C User Manual: Manage a Surfaryfurther
details.

11.1 ClickSurveyon the left menu TheSurveyscreen opens. Sdégure28,
Survey

Figure28: Survey

11.2 Clickedit The Basic Information page opens. Sagire29, Survey Basic
Information

11.3 ClickEditto edit the survey if desired.
11.4 ClickSave Basic InformatiarTheBasic Informationpage updates.
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